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GENERAL  GUIDELINES 
DEVELOPMENTAL  DISABILITIES  START-UP  GRANTS  FOR  DAY  CARE  PROGRAMS 


AUTHORITY  AND  PURPOSE 

Under  the  Commonwealth's  State  Plan  for  the  utilization  of  Federal  funds  authorized 
by  P.L.  91-517,  the  Developmental  Disabilities  Services  and  Facilities  Construction 
Act  of  1970,  the  Massachusetts  Developmental  Disabilities  Council  will  award  grants 
to  assist  in  initiating  day  care  programs  for  developmentally  disabled  persons  who 
are  mentally  retarded,  cerebral  palsied,  epileptic;  under  five  or  over  twenty-one; 
and,  are  substantially  handicapped. 

ELIGIBLE  APPLICANTS 

Only  public  or  private  non-profit  agencies  and  organizations  are  eligible  to  apply 
for  these  grants. 

GRANT  PROVISIONS 

These  grants  are  intended  to  support  the  initial  special  costs  of  establishing  a  new 
program  or  adapting  an  existing  program  to  the  special  needs  of  the  target  popula- 
tion.  Grants  are  not  intended  to  support  ongoing  operating  or  recurrent  costs.   In 
general,  grants  will  be  limited  to  a  ceiling  of  $5000  for  the  following  general 
types  of  expenses:   (1)  Costs  related  to  program  development  and  consultation;  (2) 
pre-operation  administration,  staff,  staff  training;  (3)  renovations,  equipment, 
supplies,  materials,  and  furnishings;  and  (4)  related  start-up  costs. 

APPLICATION  DEADLINE 

Applications  must  be  submitted  to  the  Massachusetts  Developmental  Disabilities 
Council  no  later  than  FEBRUARY  28,  1973.   If  sufficient  applications  are  received 
prior  to  the  deadline,  an  early  review  may  be  made.  Applicants  should  anticipate 
a  four  to  six  month  lag  between  application  submission  and  funding. 

CONSULTATION  AND  TECHNICAL  ASSISTANCE 

The  Council's  staff  will  assist  applicants  in  obtaining  information  and  consultation 
concerning  program  development,  standards,  licensing,  and  funding.   The  staff  will 
also  provide  direct  assistance  in  completing  application  forms.   Requests  for  such 
assistance  should  be  directed  to  the  attention  of  Mrs.  Carol  Markowitz. 
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GRANTEE  RESPONSIBILITY 

The  applicant,  when  applying  for  a  project  grant,  agrees  to  all  conditions  set 
forth  by  the  administering  agency,  the  Executive  Office  for  Administration  and 
Finance,  as  enumerated  in  "Conditions  of  Grant  Awards:   The  Developmental 
Disabilities  Services  and  Facilities  Construction  Act  (P.L.  91-517)"  (August,  1972). 

The  grantee  assumes  responsibility  for  fiscal  administration,  program  management 
and  fulfillment  of  all  special  conditions  which  may  be  prescribed  for  the  conduct 
of  the  project.   The  grantee  also  assumes  responsibility  for  delivering  all 
products  specified  in  the  project  application. 

HUMAN  RIGHTS  ASSURANCE 

Applicants  for  projects  must  be  in  compliance  with  the  Massachusetts  Developmental 
Disabilities  Council  policies  concerning  human  rights  before  the  application  can 
be  considered  for  funding.   Human  Rights  Assurances  must  be  submitted  with  the 
application  regardless  of  whether  the  applicant  already  has  other  assurances  on 
file  with  the  Federal  government. 

FEDERAL  FINANCIAL  PARTICIPATION  ("MATCHING") 

Federal  (grant)  funds  may  not  constitute  more  than  70%  of  the  total  funds  available 
to  carry  out  the  project.   The  remaining  30%  must  be  from  other,  non-Federal  sources, 
Applicants  who  are  located  in  poverty  areas  designated  in  the  State  Plan,  or  who 
will  limit  eligibility  to  residents  from  those  areas,  will  qualify  for  a  special 
matching  rate  of  90%  to  10%. 

SPECIAL  CONDITIONS 

The  following  special  conditions  will  apply  to  day  care  start-up  grants,  in  addition 
to  other  conditions  outlined  by  the  Administering  Agency: 

1.  Target  Group.   Funds  must  be  used  for  programs  or  program  segments  designed 
primarily  to  meet  the  needs  of  persons  with  developmental  disabilities.   For  the 
purposes  of  this  program,  the  term  "developmental  disability"  means  a  disability 
attributed  to  mental  retardation,  cerebral  palsy,  or  epilepsy,  which  disability 
originates  before  such  individual  attains  age  eighteen,  which  has  continued  or  can 
be  expected  to  continue  indefinitely,  and  which  constitutes  a  substantial  handicap 
to  such  individual. 

2.  Community  Service  Goals .   The  project  must  serve  the  needs  of  the  particular 
community  or  communities  in  which  or  near  which  it  is  located.   Mechanisms  must  be 
established  for  involving  consumers  and  residents  of  the  community  in  the  planning, 
operation  and  management  of  the  program. 

3.  Project  Plan.   Only  those  projects  that  hold  significant  promise  toward  the 
alleviation  of  a  developmental  disability,  or  toward  the  social,  personal,  physical, 
or  economic  habilitation  or  rehabilitation  of  individuals  with  such  developmental 
disabilities  shall  be  considered. 

4.  Minimum  Standards.   The  planned  day  care  program  must  meet  State  licensing 
standards  as  minimum  standards.   The  program  shall  also  meet  all  applicable  Federal, 
State  and  local  regulations,  ordinances,  and  standards. 
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APPLICATION  CONTENT  AND  REQUIREMENTS 

Specific  instructions  for  completing  an  application  are  attached  to  the 
application  forms.   An  application  for  a  day  care  start-up  grant  must  include: 

1.  Letter  of  Intent  (1  copy).   The  applicant  should  return  the  Letter  of 
Intent  form  as  soon  as  he  receives  the  application  materials  if  he  intends  to 
submit  an  application. 

2.  Substantive  Application  (20  copies).   The  substantive  part  of  an  applica- 
tion to  be  reviewed  by  the  Massachusetts  Developmental  Disabilities  Council 
includes : 

(a)  a  project  summary; 

(b)  basic  information,  with  authorized  signatures; 

(c)  Budget  Forms  A~c; 

(d)  a  budget  justification  for  the  grant  period; 

(e)  a  narrative  presentation  of  the  program  plan,  developed  in  accordance 
with  the  outline  furnished; 

(f)  biographical  sketches  of  professional  personnel  and  consultants; 

(g)  a  review  of  the  program  plan  by  the  local  or  regional  4C's  committee; 

(h)  letters  reflecting  agreements,  promises  of  support  or  cooperation, 
and  other  supporting  materials. 

3.  Human  Rights  Assurances  (5  copies).  Human  rights  assurances  must  be  developed 
in  accordance  with  the  MDDC's  "Human  Rights  Guidelines  for  Applicants"  and  submitted 
with  the  application. 

4.  Administering  Agency  Requirements  (2  copies  each).   The  Administering  Agency 
requires  two  copies  of  each  of  the  following  documents,  which  are  to  be  submitted 
with  the  application: 

(a)  a  letter  from  the  Secretary  of  the  Board  of  Directors  or  Trustees  of  a 
private  agency  or  organization  reflecting  the  vote  of  the  board  that  the 
individual  signing  the  application  has  the  authority  to  commit  the 
agency  or  organization  to  all  terms  and  conditions,  and  the  date  such 
authorization  was  made; 

(b)  proof  of  voluntary  non-profit  status; 

(c)  a  Financial  Interest  Disclosure  Form; 

(d)  a  DHEW  Civil  Rights  Assurance. 

5.  Documentation  of  Actual  Need  (see  Instructions). 

6*   Checklist  (1  copy).   A  checklist  form  should  be  returned  with  the  completed 
application  indicating  what  the  applicant  is  submitting. 


General  Guidelines 

Day  Care  Start-up  Grants 

Page  4 


APPLICATION  PROCESSING 


Each  application  will  be  processed  in  the  following  manner:   (i)   Upon  receipt, 
each  application  will  be  subjected  to  a  technical  review  to  ascertain  whether  it 
meets  all  the  conditions  of  application.   Staff  will  contact  the  applicant  if 
clarification  or  minor  amendments  are  required.   If  the  application  is  not  complete 
or  in  order,  and  cannot  be  adequately  amended  prior  to  review  meetings,  it  will  be 
returned  to  the  applicant  with  a  letter  from  the  chairman  explaining  the  deficiency. 
(ii)  Applications  which  are  technically  acceptable  will  be  reviewed  by  the  MDDC's 
Review  Committee,  which  will  determine  whether  a  project  is  approvable,  based  on  the 
criteria  described  by  the  Council.   (iii)  All  applications  approved  by  the  Review 
Committee  will  be  subjected  to  a  second  review  by  the  Human  Rights  Committee,  which 
will  be  responsible  for  certifying  the  adequacy  of  human  rights  assurances.   (iv) 
Both  committees  will  report  their  recommendations  to  the  MDDC ,  which  will  make  a 
determination  whether  the  application  can  be  approved  under  the  provisions  and 
policies  of  the  State  Plan.   The  MDDC  will  also  develop  recommendations  for  funding 
priorities.   (v)  The  Chairman  will  notify  the  applicant  of  the  MDDC's  action  by 
letter.   At  the  same  time,  a  list  of  approved  applications  will  be  conveyed  to  the 
Administering  Agency  for  funding,  in  order  of  priority  as  assessed  by  the  MDDC. 
(vi)  Any  applicant  may  apply  to  the  Chairman  for  clarification  in  writing  of  the 
Council's  actions.   Applications  which  are  not  approved  may  be  resubmitted  with  or 
without  amendments  for  rereview. 

NOTIFICATION  OF  GRANT  AWARD 

When  an  approved  application  is  funded,  the  applicant  receives  a  Notice  of  Grant 
Award  from  the  Executive  Office  for  Administration  and  Finance.   This  notice 
indicates  the  beginning  and  ending  dates  of  the  approved  project  period,  the 
amount  of  the  award,  the  approved  budget,  and  any  general  or  special  conditions 
of  the  award. 

FUNDING 

Funds  will  generally  be  made  available  by  check  in  advance  of  actual  expenditures 
unless  otherwise  stipulated  in  the  Notice  of  Grant  Award.   Accounting  for  grant 
funds  and  matching  funds  must  be  in  compliance  with  the  "Conditions  of  Grant  Awards." 

REPORTS  AND  AUDIT 

A  progress  and  fiscal  report  must  be  submitted  at  the  end  of  the  project  period. 
The  grantee  must  also  have  an  independent  audit  made  of  all  fiscal  accounting 
records,  to  be  submitted  as  part  of  this  report.   The  cost  of  this  audit  may  be 
charged  to  grant  funds.   Interim  reports  may  also  be  required,  depending  on  the 
length  of  the' project  period. 

SELECTION 

Priority  will  be  given  to  programs  which  offer  a  well-conceived  and  credible  develop- 
mental program.   Grant  selection  will  also  take  into  account  such  factors  as  feasibil- 
ity, including  long-range  plans  for  financing;  quality  of  personnel;  strength  of 
coordination  with  other  community  services  for  the  target  group;  provisions  for 
providing  those  in  day  care  with  continuity  of  experience.   Special  consideration  will 
be  given  to  projects  which  will  serve  residents  of  poverty  areas,  those  which  serve 
the  most  profoundly  and  severely  handicapped,  and  those  concerned  with  early  childhood 
intervention. 
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STANDARDS 

A.   Standards  for  Day  Care  Programs  for  Children  Under  5. 

Programs  for  children  must  meet  state  licensing  standards  as  minimum  standards. 
The  current  official  standards  are  those  published  by  the  Office  for  Children, 
Rules  and  Regulations  for  Day  Care  Centers  Serving  Children  Under  Seven  Years 
Old  (September,  1972).   The  newly-established  Office  for  Children,  in  the 
Executive  Office  for  Human  Services,  intends  to  develop  special  standards  for 
programs  for  children  with  special  needs.   Applicants  will  be  advised  if  these 
become  available. 

Under  the  current  standards,  the  admission  of  "handicapped  children"  to  a  day 
care  center  requires  written  approval  from  the  Department  of  Public  Health. 
There  are  no  written  regulations  or  guidelines  concerning  the  criteria  employed 
to  determine  approvability ,  but  the  following  factors  are  taken  into  considera- 
tion: 

(1)  A  program  of  staff  orientation  and  in-service  training  should  be  included. 

(2)  Adequate  consultation  should  be  available  to  meet  the  stated  objectives  of 
the  program  and  insure  the  proper  evaluation  and  care  of  the  children  in  the  pro- 
gram.  At  least  four  consultants  who  are  specialists  in  the  care  and  management 

of  children  with  handicapping  conditions  should  be  selected  to  include  a  variety 
of  disciplines  (nursing,  physical  therapy,  occupational  therapy,  early  childhood 
education,  nutrition,  psychology). 

(3)  Qualifications  of  the  director  of  the  program  (p.  4  of  the  Rules  and 
Regulations)  should  include  a  sound  understanding  of  the  developmental  needs  of 
children  with  handicapping  conditions,  their  individual  differences  and  the  role 
of  parents.   He  or  she  should  have  a  knowledge  of  and  experience  in  the  group 
care  of  young  children  with  developmental  disabilities. 

(4)  The  number  of  staff  (p.  3  of  the  Rules  and  Regulations)  should  be  adequate 
to  provide  one  adult  supervisor  for  every  four  substantially  handicapped  children. 

Family  Day  Care  programs  are  subject  to  separate  standards  which  can  be  obtained 
from  the  Office  for  Children  if  relevant. 


B.   Standards  for  Day  Activities  Programs  for  Adults  Over  21. 

Facilities  for  programs  for  adults  must  comply  with  the  Department  of  Public  Safety's 
Regulations  Applicable  to  Day  Care  Services  (DPS  Form  B-7).   There  is  currently  no 
official  state  program  licensing  authority  for  day  care  for  persons  over  21,  and 
therefore  no  official  state  standards. 
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At  the  time  these  materials  go  to  publication,  Department  of  Mental  Health  funding 
standards  are  being  revised  and  national  model  standards  are  being  developed  by 
the  Presidents'  Committee  on  Mental  Retardation  with  publication  projected  for 
November,  1972.   Applicants  may  wish  to  check  on  the  status  of  these  standards  for 
reference. 


C.   Program  Guidelines 

The  section  pertaining  to  day  care  services  from  the  Social  and  Rehabilitation 
Service's  Guidelines  for  Services  and  Programs  for  Developmentally  Disabled 
Persons  (DHEW,  May,  1972)  are  included  with  application  materials  as  program 
guidelines. 

Applicants  who  intend  to  apply  for  contracts  with  the  Department  of  Public 
Welfare  under  Title  IVA  should  also  refer  to  the  Federal  Interagency  Day  Care 
Requirements,  which  will  be  employed  as  funding  standards  for  programs  for 
children. 


DEVELOPMENTAL  DISABILITIES  PROGRAM  GUIDELINES 
DAYCARE  SERVICES* 


Rationale 

The  demands  placed  on  a  family  by  a  developmentally  disabled  member  can  be 
greatly  alleviated  by  the  individual's  placement  in  Daycare.   Usually  the  in- 
dividual benefits  from  the  increased  opportunities  for  socializing  and  sti- 
mulation, but  in  addition,  he  benefits  from  the  maintenance  of  or  improvements 
in  family  functioning. 

The  Daycare  experience  can  be  particularly  beneficial  to  children  and  adults 
whose  homes  cannot  provide  the  necessary  developmental  training  and  socialization. 

Definition 

Comprehensive  and  coordinated  sets  of  activities  providing  personal  care  and 
other  services  to  preschool,  school-age  and  adult  developmentally  disabled  in- 
dividuals outside  of  their  own  homes  during  a  portion  of  a  24-hour  day.   Ser- 
vices include  a  variety  of  creative,  social,  physical  and  learning  activities 
based  on  an  appropriate  evaluation  and  designed  to  provide  at  least  personal 
care,  training,  counseling  and  recreation  services  carried  out  under  careful 
supervision.   They  may  be  organized  as  either  of  the  following: 

a.  Developmental  Services  for  children 

Activities  emphasizing  maturation  of  children  and 
supplementing  the  services  being  provided  by  their 
parents  or  parent  surrogates;  or 

b.  Activity  Programs  for  Adults 

Activities  which  emphasize  occupational  and  social  goals 
which  assist  adults  to  become  as  self-dependent  as 
possible  and  to  make  constructive  use  of  leisure  time. 

Objectives 

1.  To  motivate,  train  and  encourage  all  the  individuals  served  toward  a 
more  normal  way  of  life. 

2.  To  provide  an  environment  and  variety  of  experiences  which  will 
further  the  growth  and  development  of  the  individual. 

3.  To  provide  an  opportunity  for  the  individual  and  his  family  to  develop 
an  understanding  of  him  and  relationships  with  the  family  and  provide 
where  indicated,  casework  services  to  assist  the  family  in  clarifying  or 
resolving  problematic  attitudes  and  feelings  about  the  developmentally 
disabled  member. 

^Social  and  Rehabilitation  Service,.  Tentative  Guidelines  for  Services  and  Programs 
for  Developmentally  Disabled  Persons,  Washington,  D.  C. ,  Department  of  Health, 
Education  and  Welfare,  May  1972,  P.  16-20 
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4.  To  provide  periods  of  respite  for  the  family  and  for  the  developmentally 
disabled  individual. 

Population 

All  developmentally  disabled  individual  not  yet  ready  for  Training,  Education 
or  Sheltered  Employment,  regardless  of  age  or  handicapping  condition,  shall  be 
eligible  for  this  service.   However,  daycare  is  preparatory  for  Training  and 
schooling  for  those  able  and  should  not  continue  to  be  a  substitute  once  the 
individual  is  ready  for  a  more  advanced  program. 

Settings 

Daycare  Services  will  primarily  take  place  in  a  group  center,  or  private  family 
home  for  small  groups  or  individuals.   It  is  recognized  that  because  of  the 
very  nature  of  the  developmentally  disabled,  group  daycare  may  not  be  feasible 
for  some  individuals.   Likewise,  in  some  communities  the  operation  of  a  group 
daycare  program  may  be  impractical  due  to  insufficient  numbers  and/or  problems 
of  distance.   In  such  instances,  family  daycare  is  a  flexible  alternative.   Se- 
lection of  family  daycare  homes  would  be  based  primarily  on  the  capabilities  of 
the  family  daycare  mother  to  provide  desired  training  and  care  goals. 

Adults  will  be  served  in  Activity  Programs  for  Adults  which  may  be  attached  to 
a  daycare  center  but  in  any  case  must  be  separate.   Activities  for  children  em- 
phasize maturation  ans  supplement  services  provided  by  parents  or  parent  surrogates 
Activities  for  adults  assist  them  to  become  as  self-dependent  as  possible, 
emphasize  occupational  and  social  goals,  and  the  constructive  use  of  leisure 
time. 

Daycare  centers  should  be  located  near  the  populations  they  are  to  serve  and 
near  public  transportation. 

Evaluation 

Due  to  the  nature  and  different  levels  of  handicapping  conditions,  a  thorough 
evaluation  must  be  completed  on  each  individual  preferably  before,  but  at  least 
soon  after,  admission  so  that  an  individual  plan  can  be  developed.   The  evaluation 
should  encompass  a  detailed  analysis  of  the  individual's  present  strengths  and 
weaknesses,  especially  in  these  areas:   intellectual  abilities,  attention  span, 
activities  of  daily  living,  interpersonal  skills,  communication  skills,  health 
and  physical  development  and  family  relationships. 

5.  To  enable  the  individual  to  experience  a  supportive  environment  and  a  con- 
tinuing relationship  with  interested,  understanding,  and  objective  adults;  and 

6.  To  aid  the  family  in  adapting  to  the  stress  posed  by  the  developmentally 
disabled  adult. 

Content  -  The  program  should  include  the  following  areas: 
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1.  Personal  health  and  hygiene  -  encourage  and  train  for  proper  care  of 
body,  use  and  selection  of  clothes,  dietary  considerations,  basic  safety 
knowledge. 

2.  Social  skills  and  attitudes  -  to  encourage  and  train  for  socially  acceptable 
manners  relating  to  table  manners,  social,  group,  and  heterosexual  contacts, 
value  and  use  of  money,  methods  and  customs  regarding  the  use  of  the  telepho 
and  use  of  public  transportation,  encourage  and  train  for  conduct  relating 
to  self,  property  and  person  of  others,  role  of  social  institutions,  in- 
dividual and  group  customs. 

3.  Leisure  time  and  recreational  activities  -  encourage  and  train  in  the  use 
of  public  recreational  activities,  churches,  privately  sponsored  community 
programs,  other  social  agencies,  and  home  and  individual  leisure  activities. 

4.  Work  activities  -  to  provide  activities  that  are  work  and  production  oriented 
as  well  as  actual  work  for  those  who  may  be  able  to  enter  a  sheltered  em- 
ployment situation.   Work  should  be  real,  meaningful,  and  remunerative. 

Termination 

Termination  or  transition  to  another  service  should  be  based  upon  the  findings 
of  a  cooperative  staffing  and  constant  re-evaluation  of  the  family  and  individual 
in  terms  of  their  needs  for  the  services  rendered  by  the  Center.   The  termination 
of  services  should  not  come  as  a  surprise  to  the  family,  staff,  or  individual 
served.   Referral  to  another  service  should  be  included  in  the  termination. 
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INFORMATION  ON  START-UP  COSTS  FOR  NEW  DAY  CARE  PROGRAMS* 

A.   Initial  Costs  and  Start-Up  (non-recurrent,  non-amortized)  Costs 

Substantial  resources  are  required  to  move  from  the  initial  decision  to  establish 
a  child  care  program  to  the  full-scale  operation  of  such  a  program.   These  resources 
may  be  classified  as  follows : 

.Capital  costs  of  land,  building,  and  equipment 

.Working  capital 

.Human  effort  in  planning  and  implementing  a  child  care  program 

.Miscellaneous  other  costs. 

If  a  new  facility  is  to  be  constructed,  or  an  existing  facility  is  to  be  renovated, 
provision  for  the  financing  of  these  activities  must  be  made.   The  purchase  of  equip- 
ment must  be  financed.   Working  capital  is  needed  to  bridge  the  gap  between  outlays 
for  operating  expenses  and  receipt  of  funds.   In  cases  where  payments  from  government 
agencies  are  involved,  this  need  may  be  quite  substantial. 

Much  human  effort  is  involved  in  the  planning  and  implementation  of  a  child  care 
program:   The  program  must  be  designed;  arrangements  for  a  facility  must  be  made;  a 
license  must  be  obtained;  staff  must  be  recruited  and  trained;  liaison  with  the 
community  must  be  established;  funds  may  have  to  be  raised;  and  the  program  will 
probably  operate  below  capacity  (thus  underutilizing  staff)  for  the  first  several  months 
of  operation.   Although  some  of  the  labor  required  may  be  volunteered,  much  if  not  all 
must  be  paid  for  prior  to  the  receipt  of  operating  funds.   Numerous  other  costs,  such 
as  the  professional  fees  of  lawyers,  accountants  and  architects,  special  tax  assess- 
ments, and  license  fees  must  be  incurred  prior  to  program  operation. 

These  costs  must  be  very  carefully  considered.   Child  care  programs  are  like 
other  "small  businesses"  and  are  subject  to  all  the  hazards  of  that  form  of  business 
organization.   (Small,  nonproprietary  programs  are  equally  vulnerable  to  failure.)   In 
a  recent  study  of  small,  new  businesses,  it  was  stated  that  75  per  cent  of  such 
businesses  fail  within  the  first  three  years. 1 

The  State  of  Illinois  Department  of  Children  and  Family  Services  reports  indicate 
that  the  half-life  of  a  licensed  day  care  center  is  about  three  years.    This  may  very 
well  exceed  the  national  average  because  of  the  relatively  strict  licensing  requirements 
in  that  state  concerning  the  previous  experience  of  center  directors.   Larger  operations 
such  as  child  care  systems,  chains,  and  franchise  operations  may  afford  protection 
against  some  of  the  hazards  of  small  programs,  and  they  typically  have  a  longer  and 
more  stable  existence.   But  many  child  care  enterprises  fail  in  the  first  pre-  and  post- 
operational  months  for  lack  of  careful  consideration  of  start-up  efforts. 

Regardless  of  the  kind  of  child  care  program  to  be  established  (center,  home,  system) 
there  are  a  number  of  steps  which  should  be,  and,  typically,  are  taken  in  moving  from 
the  initial  decision  to  establish  a  child  care  program,  to  the  full-scale  operation  of 
such  a  program. 3  These  steps,  called  start-up  activities,  are  the  following: 

*Reproduced  from  Child  Care  in  Massachusetts  (see  list  of  references),  pp.  8-20  to  8-31. 
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Initial  Planning 

Feasibility  Study.   Before  any  other  steps  are  taken,  it  must  be  determined  that 
there  is,  in  fact,  a  desire  for  day  care  services,  in  excess  of  that  currently  being 
provided,  which  can  be  met  at  a  tolerable  cost.   Typically,  a  demand  survey  and  a  survey 
of  existing  supply  is  made  to  estimate  excess  demand.   The  nature  of  that  excess  demand 
— the  kinds  and  amounts  of  services  demanded  and  the  associated  prices  which  potential 
users  are  willing  to  pay — will  provide  the  basis  for  estimating  total  operating  costs 
and  that  portion  of  total  costs  which  must  be  met  from  sources  other  than  user  fees. 

Development  of  implementation  plan.   Having  determined  that  a  child  care  program 
is  feasible,  and  having  outlined  the  major  characteristics  of  that  program  (location, 
capacity,  criteria  for  admission),  an  implementation  plan  should  be  developed  to  ensure 
the  most  efficient  sequencing  and  scheduling  of  implementation  tasks. 

Program  Design 

One  of  the  first  major  tasks  in  implementation  is  to  develop  a  detailed  program 
design.   This  design  will  be  an  important  factor  in  a  number  of  the  subsequent  imple- 
mentation tasks,  such  as  the  design  of  the  facility  and  preparation  of  the  application 
for  a  state  license. 

Establishment  of  a  Facility 

Most  of  the  non-personnel,  amortizable  start-up  costs  will  be  incurred  in  connection 
with  the  establishment  of  the  facility.   A  reasonable  assurance  that  an  acceptable 
facility  will  be  available  must  be  obtained  before  any  further  implementation  steps 
are  taken. 

Selection  of  a  site.   The  location  and  design  of  a  site  is  determined  by  the 
feasibility  study,  the  availability  of  acceptable  land  and/or  existing  structures,  and 
zoning  requirements.   Such  requirements  may  present  an  obstacle  if  the  proposed  location 
is  in  a  residential  area. 

Negotiation  concerning  local  zoning,  health  and  fire  laws.   Proprietary  child  care 
programs  are  "semi-commercial"  operations;  thus,  frequently,  such  programs  encounter 
difficulties  in  locating  in  residential  areas.   Lengthy  negotiation  may  be  required  to 
obtain  local  permission  to  locate  in  such  areas.   Liaison  with  the  local  health  and  fire 
safety  authorities  must  be  developed  to  insure  that  all  regulations  are  met.   This  can 
require  a  significant  amount  of  personnel  time  and  can  lead  to  unanticipated  additional 
renovation  or  new  construction  costs. 

Obtaining  financing.   Arrangements  for  funds  to  cover  start-up  costs  must  be  made 
early  in  the  implementation  phase.   Although  usually  most  of  the  personnel  time  required 
for  start-up  is  donated  (requiring  no  cash  outlay),  new  construction  or  renovation,  pur- 
chase of  equipment,  staff  training,  and  program  operation  prior  to  full-scale  operation 
nearly  always  require  substantial  cash  outlays  which  must  be  financed. 

In  some  cases,  government  subsidized  programs  may  receive  planning  grants  and  grants 
for  renovation,  though  government  grants  for  new  construction  are  rarely  made.   If  grant 
money  is  not  available  for  start-up,  either  equity  or  debt  financing  or  both  must  be 
obtained.   Equity  financing  is  undertaken  by  private  and  parent  organizations  organized  to 
provide  child  care  services.   In  the  latter  case,  parents  purchase  shares  in  the  program. 


Information  on  Start-up  Costs  for  New  Day  Care  Programs 

Page  3 

Debt  financing  for  samll  programs  must  be  obtained  from  a  bank.   For  financing  a 
building,  banks  usually  require  that  the  structure  be  easily  convertible  into  office  space, 
The  Small  Business  Administration  will  sometimes  guarantee  loans  made  to  proprietary 
child  care  programs  by  banks. 

Construction  or  renovation  of  the  facility.   If  the  proposed  facility  necessitates 
new  construction  or  renovation,  the  services  of  an  architect  must  be  obtained,  a  contract 
with  a  builder  must  be  negotiated,  and  provision  for  inspection  of  the  work  at  periodic 
intervals  must  be  made.   This  step,  if  necessary,  is  usually  the  single  most  costly 
activity  in  the  start-up  phase. 

Purchase  and  installation  of  equipment.    Kitchen,  office,  children's  play,  and 
maintenance  equipment,  as  well  as  child  and  adult  furniture  must  be  selected,  recruited 
or  purchased,  and  installed  in  the  facility. 

Utilities  connections.   Arrangements  must  be  made  for  phone  and  other  utilities 
(electricity,  gas,  water).   Typically,  connection  fees  and  deposits  are  required. 

Payment  of  special  tax  assessments.   A  new  child  care  facility  may  be  subject  to 
special  tax  assessment  for  water  and  sidewalks. 

Additional  Activities.   In  addition  to  establishing  the  facility,  there  are  a 
number  of  time-consuming  and  costly  activities  to  be  undertaken  before  the  proposed 
child  care  program  can  become  fully  operational. 

Application  for  a  license.   The  application  for  a  state  license  normally  must 
contain  a  comprehensive  description  of  the  proposed  program,  such  as  the  information  in 
the  program  design  described  above.   Preparing  the  license  application (s)  and  discussion 
of  special  problems  with  licensing  officials  may  be  very  time  consuming  and  costly. 

Legal  organization.   Child  care  programs  may  be  operated  under  public  auspices  (e.g., 
Headstart),  private,  nonprofit  auspices  (e.g.,  church-sponsored  programs),  or  private, 
for-profit  auspices.   In  the  latter  case,  the  business  may  either  be  a  corporation  or  a 
proprietor-ship.   Unless  a  program  is  operated  by  a  public  agency  e.g.,  a  Community  Action 
Agency),  arrangements  must  be  made  for  establishing  the  program  as  a  legal  entity,  in 
which  case  the  services  of  a  lawyer  will  be  required. 

Obtaining  insurance  coverage.   Arrangements  must  be  made  for  adequate  insurance 
coverage.   Liability  insurance  is  essential,  regardless  of  program  design.   Other  types 
of  insurance  typically  required  are  fire  insurance,  workmen's  compensation  insurance, 
auto  insurance,  business  interruption  insurance,  and  insurance  against  vandalism  and 
malicious  mischief. 

Fund  raising.   Unless  all  costs  are  to  be  covered  by  parent  fees  or  a  government 
grant,  funding  from  other  sources  must  be  solicited  before  the  program  can  begin 
operation.   This  effort  requires  a  substantial  amount  of  personnel  time. 

Recruitment  of  staff.   Key  staff  must  be  recruited,  interviewed  and  hired  before  the 
program  can  begin  operation.   In  particular,  time  and  care  must  be  taken  in  locating  a 
director,  since  this  person  will  greatly  influence  the  subsequent  development  of  the 
program;  this  search  can  be  very  costly. 
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Training  of  staff.   The  need  for  training  prior  to  program  operation  depends  partly 
on  the  previous  training  and  experience  of  the  new  staff.   In  any  event,  a  minimum  of 
two  weeks  of  orientation  in  the  proposed  program  design  and  procedures,  together  with 
special  training  by  specialists  in  the  care  of  children  of  the  proposed  age  and  back- 
ground, should  be  provided  before  actual  service  to  children  is  offered. 

Initial  advertising  and  public  relations.  Potential  users  of  the  proposed  program 
services  must  be  informed  of  the  program.  In  many  cases,  this  will  require  advertising 
in  local  newspapers  and  on  radio  and  television. 

Vendor/supplier  negotiation.   Arrangements  with  suppliers  of  materials  and  food- 
stuffs must  be  made  prior  to  program  operation  if  supplies  are  to  be  purchased  on  a 
controlled  and  regular  basis. 

Program  operation  until  operating  capacity  is  reached.  With  rare  exceptions,  a 
proposed  program  will  not  begin  operation  with  a  capacity  enrollment.  Typically, 
several  months  are  required  to  reach  capacity.  Nonetheless,  most  staff  members  (with 
the  exception  of  additional  teachers  and  teacher  aides)  must  be  employed  at  or  before 
the  beginning  of  program  operation,  even  though  they  may  not  be  fully  utilized  during 
those  first  few  months.  The  cost  of  underutilized  staff  during  this  beginning  period 
is  a  very  substantial  start-up  cost. 

All  of  the  activities  just  described  have  associated  costs  which  must  be  indurred 
if  the  program  is  to  become  operational.   Some  of  these  costs,  such  as  the  outlays  for 
equipment,  can  be  amortized  over  the  useful  life  of  the  time  and  thus  converted  to  an 
operating  expense.   Such  costs  may  be  expected  to  recur  sometime  in  the  future  of  the 
program  and  are  not  unique  to  the  start—up  phase.   Other  costs,  such  as  salaries  of  those 
involved  in  establishing  the  center,  are  once-only,  nonrecurrent  costs,  which  are  unique 
to  the  start-up  phase. 

The  total  of  all  costs  incurred  during  start-up  constitute  the  initial  capitalization 
of  the  program.   This  total,  and  distribution  of  the  total  between  recurrent  and  non- 
recurrent costs  are  important  to  the  would-be  operator  of  a  child  care  program. 

The  start-up  costs  for  a  particular  program  will  depend  on  a  number  of  factors, 
including: 

•Price  differences 
•Program  differences 
•Special  circumstances 

Price  differences.   Construction  costs  and  labor  costs  vary  considerably  throughout 
Massachusetts. 

Program  differences.   Start-up  costs  for  a  center  program  differ  from  those  for  a 
home  care  program  in  nature  and  probably  also  differ  in  amount,  depending  on  special 
circumstances  (the  evidence  is  inconclusive).   The  comprehensivemess  of  the  program  will 
also  affect  start-up  costs.   For  example,  if  transportation  is  to  be  provided,  a  vehicle 
may  have  to  be  purchased. 
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Special  circumstances.   While  it  may  be  possible  for  some  new  programs  to  locate 
in  facilities  requiring  only  modest  renovation,  other  programs  may  be  forced  to 
locate  in  a  new  building  or  in  an  existing  building  requiring  extensive  renovation. 
The  effectiveness  with  which  the  start-up  phase  is  managed  will  be  a  big  factor  in 
determining  the  level  of  start-up  personnel  costs;  very  careful  administration  may 
cut  costs  by  50  per  cent  or  more.   The  time  interval  between  the  opening  of  the 
program  and  the  achievement  of  capacity  enrollment  will,  by  definition,  affect  the 
level  of  start-up  costs.   Finally,  the  degree  to  which  in-kind  resources  are 
utilized  in  start-up  will  clearly  affect  the  requisite  cash  outlay.   In-kind  donations 
of  labor  have,  in  the  past,  served  to  conceal  the  "true  cost"  of  start-up  because 
only  cash  costs  have  been  reported. 

With  the  understanding  that  start-up  costs  can  be  expected  to  vary  considerably 
from  program  to  program,  we  now  turn  to  a  consideration  of  the  level  and  range  of 
these  costs. 

Capital  costs  of  land,  building  and  equipment.   There  is  an  incredible  variation 
in  the  price  of  land,  depending  on  location.   Land  in  rural  areas  may  cost  only  a  few 
hundred  dollars  per  acre,  while  the  per  acre  cost  of  land  in  urban  areas  may  run  to 
hundreds  of  thousands  of  dollars.   As  an  average  cost  for  land  we  will  estimate  $1 
per  square  foot.   The  total  land  area  for  a  60-child  center  has  been  estimated  at  250 
square  feet  per  child,  including  building  space,  outdoor  play  areas,  and  areas  for 
driveways  and  sidewalks."  Thus,  a  rough  estimate  of  average  land  costs  per  child 
would  be  $250. 

Construction  costs  for  new  child  care  facilities  have  been  estimated  at  $16  to 
$25  per  square  foot,  based  on  the  reported  cost  of  various  kinds  of  non-residential 
buildings.'   Assuming  total  indoor  space  requirements  per  child  to  range  from  50  to  75 
square  feet,  the  per  child  cost  of  a  new  facility  could  range  from  $800  to  $1,875. 
Capital  outlays  for  facilities  may  be  even  higher  than  this.   In  a  recent  publication, 
the  Women's  Bureau  reported  the  following: 

Over  the  past  few  years  various  sources  have  been  consulted  and 
the  consensus  estimate  for  total  capital  outlay  has  been  approxi- 
mately $2,000  per  child.   In  some  areas  costs  are  much  higher. ^ 

Renovation  costs  will  vary  from  the  few  hundred  dollars  required  to  convert 
church  space  and  private  homes  (in  good  condition)  into  child  care  facilities,  to 
approaching  those  for  new  construction. 9 

The  cost  to  equip  a  center  will  vary  with  the  equipment  demands  of  the  program 
design  and  the  willingness  of  operators  to  make-do  with  old  and  homemade  equipment. 
High  and  low  cost  estimates  for  a  60-child  center  have  been  estimated  in  a  recent 
book  on  the  planning  and  operation  of  a  day  care  center  as  follows: 


Equipment  Costs 


Low  High 


Educational 

Caretaking  and  Housekeeping 

Office 

Kitchen 

TOTALS     $9,610        $21,587 

Cost  per  child  $  160        $   360 


$1,705 

$  9,069 

1,248 

2,628 

440 

1,890 

6,000 

8,000 
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Equipment  costs  for  a  60-child  center  have  been  estimated  by  a  day  care  economist 
at  approximately  $20,000,  or  $333  per  child.     Thus,  the  above  range  would  appear 
to  be  reasonalbe. 

For  day  care  homes,  there  are  usually  no  additional  land  costs,  since  the  land 
on  which  the  home  is  located  is  sufficient.   The  MEEP  staff  estimates  the  cost  of 
reonvation  and  equipment  for  home  care  to  be  $50  to  $300  per  home.  Assuming  an 
average  of  five  children  per  home,  the  per  child  costs  range  from  approximately  $10 
to  $60. 

Where  a  facility  is  leased,  of  course,  the  capital  outlay  for  the  land  and 
building  are  (or  have  been)  made  by  the  owner  and  need  not  be  provided  for  by  the 
program  operator.   (The  amortized  value  of  these  capital  outlays  will  be  reflected 
in  the  rental  rates.)   The  point  is  that  the  capital  outlay  will  have  to  be  financed 
by  someone. 

Working  capital.   Once  the  program  begins  operation  (with  the  exception  of  the 
cost  of  underutilized  staff  discussed  below),  cash  outlays  are  for  operating  costs 
rather  than  start-up  costs  (by  definition).   These  outlays  must  be  made  before  income 
is  received  from  user  fees,  government  and/or  private  sources.   If  funding  is  from  a 
government  agency,  there  may  be  a  delay  in  payment  of  several  months.   Thus,  provision 
must  be  made  for  working  capital  to  bridge  the  gap  between  program,  operating  cost, 
cash  outlays  and  receipt  of  funds.   The  level  of  working  capital  required  will  vary 
from  one  week  of  operating  expense  for  centers  whose  only  source  of  income  is  weekly 
user  fees  to  several  months  for  centers  totally  dependent  on  government  funds. 
Assuming  that  the  weekly  cost  per  child  will  range  from  $10  to  $40,  the  need  for 
working  capital  per  child  could  range  from  $10  (1  week  x  $10)  to  $480  (12  weeks  x  $40). 

Professional  and  nonprofessional  labor  costs  and  miscellaneous  other  expenses. 
All  the  labor  required  for  planning  and  implementing  a  child  care  program,  the  cost 
of  underutilized  staff  during  the  first  few  months  of  operation,  and  the  miscellaneous 
fees  and  tax  assessments  incurred  during  start-up  are  included  in  this  category. 
Joseph  Lane  estimated  that  for  a  60-child  center,  these  costs  range  from  $10,000 
to  $40,000  with  close  control,  and  could  go  as  high  as  $60,000  with  poor  cost  control. 
Thus,  the  estimated  per  child  cost  could  range  from  $170  to  $1,000.   The  MEEP  Staff 
has  estimated  such  costs  as  renging  from  $500  to  $1,00  per  child.    For  example,  a 
70-child  capacity  center  funded  by  the  federal  government  received  a  $60,000  planning 
grant  to  cover  this  category  of  start-up  costs  (i.e.,  about  $850  per  child.)    Thus, 
a  range  of  $200  to  $1,000  per  child  for  these  kinds  of  start-up  costs  would  appear 
to  be  reasonable  for  planning  purposes.   Such  start-up  costs  for  a  day  care  home, 
with  equivalent  provision  for  training  and  licensing,  have  been  estimated  by  the 
MEEP  staff  to  range  from  $230  to  $650. 

Taken  together,  costs  total  as  follows: 

•Capital  cost  of  land,  building  and  equipment  may  range  from  $714 

to  $1,899  per  child. 
•Working  capital  needed  may  range  from  $13  to  $625  per  child. 
•Labor  and  miscellaneous  start-up  costs  may  range  from  $250  to 

$1,167  per  child. 
•Total  start-up  costs  may  thus  range  from  $1,000  to  $3,750  per 

child. 
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The  most  important  conclusions  suggested  by  this  review  are  as  follows.   First, 
the  range  of  estimated  start-up  costs  is  dramatic,  even  when  the  structure  of  demand 
is  known.   Second,  the  need  to  recruit  money  and  other  resources,  to  cover  start-up 
costs,  is  critical  to  day  care  success.   Third,  the  level  of  start-up  costs  is  very 
sensitive  to  the  mox  of  homes  and  centers  used  for  meeting  needs.   Because^ of  the 
generally  lower  cost  of  facilities  renovation,  home  care  may  require  less  "front- 
end"  money.   Finally,  the  level  of  start-up  costs  for  a  whole  state  is  sensitive  to 
the  anticipated  failure  rate  of  new  programs. 
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Clearinghouse  for  Federal  Scientiific  and  Technical  Information,  1971),  p.  1. 
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INSTRUCTIONS  FOR  PREPARING  APPLICATION  FOR  DEVELOPMENTAL  DISABILITIES  GRANT 


GENERAL  INFORMATION 

The  General  Guidelines  for  each  type  of  Developmental  Disabilities  grant 
outline  the  requirements  for  application.   Some  of  the  requirements  are  to  be 
met  by  completing  the  enclosed  application  forms;  other  requirements  must  be 
satisfied  by  submitting  attachments.   Whenever  forms  are  provided,  the 
applicant  MUST  use  these  forms.   Applicants  should  refer  to  the  General 
Guidelines  for  information  concerning  all  requirements,  the  number  of  copies 
required,  and  the  deadlines  for  submission  of  applications. 

All  application  copies  must  be  legible  and  must  be  duplicated  by  a  process 
other  than  Thermofax  on  paper  no  larger  than  8  l/2"x  11".   Duplicated  copies  of 
applications  should  be  collated  and  assembled.   Incomplete  or  inadequately 
prepared  applications  may  result  in  the  rejection  of  the  application.   Please 
read  the  instructions  carefully  in  preparing  the  application. 

If  you  require  further  clarification,  or  technical  assistance  in  completing 
the  application,  please  contact  the  Developmental  Disabilities  consultant  named 
in  the  General  Guidelines. 


SPECIFIC  INSTRUCTIONS 

GENERAL  INFORMATION  (FACE  SHEET) 
Title  of  Project 

Give  the  project  a  brief  descriptive  title,  not  to  exceed  53  typewriter  spaces, 
which  can  be  used  for  identification  and  reference  purposes. 

Name  and  Address  of  Applicant  Agency  or  Organization 

The  applicant  agency  or  organization  is  the  institution  which  is  to  assume  legal 
and  financial  responsibility  and  accountability  for  the  use  and  disposition  of  any 
funds  awarded.   If  two  or  more  agencies  will  be  jointly  responsible,  list  them 
jointly.   If  one  agency  will  be  responsible,  and  others  will  cooperate,  list  the 
cooperating  agencies  on  a  separate  attached  sheet. 

Name  and  Title  of  Project  Director 

Indicate  the  name  and  title  of  the  individual  responsible  for  the  direction  and 
conduct  of  project  activities,  including  the  preparation  and  submission  of  any 
required  reports  and  products. 
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Name,  Title,  and  Address  of  Financial  Officer 

Indicate  the  name,  title,  and  address  of  the  individual  responsible  for 
receipt  accountability  and  reporting  use  of  developmental  disabilities  project 
funds. 

Type  of  Agency  or  Organization 

Check  the  appropriate  box  to  indicate  whether  the  agency  or  organization 
making  application  is  a  State,  other  public,  or  other  non-profit  organization 
or  agency.   An  organization  is  considered  non-profit  when  no  part  of  the  net 
earnings   inure  or  may  lawfully  inure  to  the  benefit  of  any  private  shareholder 
or  individual.   Grants  may  not  be  made  to  individuals  or  profit-making  organi- 
zations. 

Proposed  Term  of  Project 

Indicate  the  anticipated  dates  the  project  will  be  initiated  and  completed. 
In  determining  the  Starting  Date,  take  into  consideration  the  time  required  for 
submitting  and  processing  the  application  (see  General  Guidelines).   Project 
terms  will  normally  be  limited  to  approximately  one  year,  but  may  be  completed 
over  as  many  as  three  years  on  the  initial  funds  if  the  applicant  agency  or 
organization  wishes  to  expend  the  grant  funds  over  a  longer  period.   There  are 
no  provisions  for  additional  funds  for  the  longer  period,  or  for  continuation 
grants. 

Applicants  for  start-up  grants  should  define  the  term  of  the  project  as 
one  year  even  if  they  intend  to  use  the  grant  funds  in  the  first  quarter,  or 
other  shorter  period.   This  will  enable  them  to  use  a  full  year's  expenditures 
from  other  sources  as  "matching"  contributions. 

Total  Funds  Involved 

Indicate  the  total  amount  of  P.L.  91-517  funds  (grant  funds)  requested  in 
the  left-hand  box.   Enter  funds  to  be  provided  from  other  sources  in  the  right- 
hand  box. 

Terms  and  Conditions 

In  signing  the  application,  the  applicant  certifies  his  agreement  with  all 
stipulated  conditions,  including  compliance  with  the  Administering  Agency's 
"Conditions  of  Grant  Awards,"  Civil  Rights  and  Human  Rights  Assurances,  and 
relevant  Federal,  State,  and  local  laws,  regulations  and  standards  pertinent  to 
the  grant.   Fundamental  conditions  are  included  in  the  grant  application 
materials,  and  should  be  read  carefully  by  the  applicant. 

Date 

Indicate  the  date  the  completed  application  is  signed  and  sent  forward  to  the 
Massachusetts  Developmental  Disabilities  Council. 

Signature  and  Title  of  Responsible  Officer 

The  application  must  be  signed  by  an  officer  of  the  agency  or  organization 
who  is  authorized  to  commit  the  agency  or  organization  to  the  conditions  of  the 
grant  award  and  other  requirements  of  the  application.   Documentation  of  the 
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authority  of  this  person  to  sign  must  be  submitted  if  the  applicant  is  a  private 

agency  or  organization.   This  documentation  should  be  in  the  form  of  a  letter  from 

the  Secretary  of  the  governing  board  stating  that  the  signator  has  the  authority 
to  sign,  and  the  date  such  authorization  was  made. 


BUDGET  FORM  A,  "PROPOSED  BUDGET  FOR  GRANT  PERIOD" 

The  data  requested  in  this  section  are  designed  to  show  specific  elements  of 
cost  connected  with  the  conduct  of  a  developmental  disabilities  project  grant. 
Applicants  should  refer  to  the  document  entitled  "Conditions  of  Grant  Awards"  for 
information  concerning  the  allowability  of  specific  budget  items.   If  an  item  is 
not  mentioned,  the  applicant  may  contact  the  consultant  named  in  the  General 
Guidelines  for  clarification  of  allowability.   As  noted,  the  fact  that  a  particular 
type  of  expenditure  is  not  mentioned  in  the  above-named  document  does  not  imply 
that  it  is  either  allowable  or  not  allowable. 

"Not  Allowable"  means  that  a  particular  item  of  cost  may  not  be  charged  to  the 
grant.   The  applicant  may,  or  course,  charge  such  costs  to  other  sources,  subject 
to  any  conditions  imposed  by  those  other  sources.   All  costs  related  to  carrying 
out  the  project  within  the  proposed  term  noted  on  the  face  sheet  should  be  reflected 
in  the  "Proposed  Budget  for  Grant  Period"  regardless  of  whether  they  are  allowable, 
or  whether  they  will  be  charged  to  the  grant  or  used  for  matching  purposes. 

Personnel 

For  staff  assigned  to  project  functions,  list  the  position  title  and  the  name 
of  the  occupant  or  prospective  incumbent,  if  known.   In  the  second  column  note  the 
annual  full-time  salary  for  the  position.   100%  time  in  the  following  column  should 
represent  that  the  individual's  total  full-time  salary  is  earned  while  engaged  in 
project  activities.   Enter  the  dates  staff  will  begin  and  end  their  commitment  to 
the  project  in  the  fourth  column.   Dates  may  not  be  before  or  after  the  "Proposed 
Term  of  Project"  dates  entered  on  the  face  sheet,  but  may  be  for  some  shorter  period. 
In  the  fifth  column  enter  the  amount  which  will  be  required  to  recompense  the  staff 
member  during  the  project  period,  regardless  of  source.   In  the  final  column,  specify 
the  source  of  funds  from  which  salary  payments  will  be  made  (P.L.  91-517  grant  funds, 
cash  in  hand,  contract  for  services  with  state  agency,  fees,  etc.) 

The  amount  needed  as  the  employer  share  for  social  security  contributions, 
pension  funds,  and  similar  taxes  or  payments  made  in  connection  with  the  personnel 
employed  on  the  project  should  be  shown  as  "Fringe  Benefits  for  Personnel"  in  the 
line  provided.   Totals  for  funds  to  be  used  from  all  sources  and  from  P.L.  91-517 
grant  funds  ONLY  should  be  entered  where  indicated. 

Consultation  and  Volunteer  Costs 

List  all  charges  attributable  to  consultation,  including  consultant  fees,  travel, 
per  diem,  and  related  costs.   Enter  the  name  of  specific  consultants  where  known,  and 
their  area  of  competence.   If  not  known,  enter  the  area  of  consultation  to  be  sought, 
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such  as  "statistical  consultation,"  under  "Nature  of  Expense." 

Costs  attendant  to  the  participation  of  volunteer  staff  may  also  be  included 
under  this  category.  Normally,  such  costs  will  refer  to  reimbursement  of  expenses 
incurred  by  the  volunteer  as  a  result  of  his  participation  in  the  project.   If 
volunteers  are  paid  a  stipend,  or  at  a  rate  based  on  time  contributed  or  work 
performed,  they  should  be  considered  personnel  and  entered  in  that  category. 

Travel 

This  item  is  for  staff  travel  only.   Any  travel  listed  in  this  item  must  be  for 
the  purpose  of  supporting  grant  activities  as  described  in  the  application.   The 
purposes  of  anticipated  travel,  destinations,  and  approximate  cost  should  be 
explained  in  the  "Budget  Justification"  narrative  if  not  evident  from  the 
Narrative  Project  Description. 

Equipment 

An  item  of  equipment  is  an  article  of  property  procured  or  fabricated  which  is 
complete  in  itself,  is  of  a  durable  nature,  and  has  an  expected  service  life  of  more 
than  one  year.   List  individually  each,  item  of  equipment  to  be  purchased  (including 
in  the  cost  charges  for  installation,  insurance,  freight,  and  accessories.)   If 
equipment  is  to  be  leased  or  rented,  note  this  parenthetically  next  to  the  entry. 

If  several  pieces  of  equipment  are  to  be  purchased  or  rented,  group  categories 
of  equipment  in  this  section  of  Budget  Form  A,  and  use  Budget  Form  A2  for  itemization 
of  individual  pieces  of  equipment. 

For  the  convenience  of  reviewers,  furnishings  required  for  new  community  resi- 
dences or  other  new  program  facilities  should  be  listed  under  "Furnishings"  rather 
than  "Equipment . " 

Supplies,  Materials,  and  Publications 

This  category  covers  supplies,  materials,  printing  costs  (including  duplication 
and  reproduction),  general  correspondence,  and  distribution  costs.   Entries  under 
"Nature  of  Expense"  should  represent  general  types  of  expenses,  such  as  "office 
supplies,"  "publication  of  manual,"  "distribution  of  questionnaires,"  or  "toys." 

Furnishings 

START-UP  GRANTS  ONLY.   This  category  covers  furniture,  appliances,  and 
accessories  needed  for  the  facility.   Entries  under  "Nature  of  Expense"  should 
represent  general  categories  of  furnishings.  An  itemized  list  should  be  made  on 
Budget  Form  A2  listing  expenditures  or  categories  of  expenditure  over  $50.00. 

Renovations 

START-UP  GRANTS  ONLY.   List  general  types  of  repairs  and  renovations  to  be 
made  with  the  estimated  costs  for  labor  and  materials.   Note  that  under  the  conditions 
of  grant  awards,  no  structural  renovations  may  be  made. 
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Space  Occupancy 

List  the  costs  related  to  space  occupancy,  including  rent  payments,  heat, 
electricity,  maintenance,  and  insurance  costs.  Such  costs  as  mortgage  payments 
and  property  taxes  should  also  be  listed  under  this  category,  but  are  not 
chargeable  to  the  developmental  disabilities  grant.   No  costs  related  to  the 
construction  or  acquisition  of  buildings,  parts  of  buildings,  or  land  may  be 
charged  to  grant  funds. 


Other 

List  any  other  direct  costs  to  be  incurred  which  are  not  covered  by  the 
specified  budget  categories,  such  as  telephone,  license  fees,  etc.   Agencies 
wishing  to  charge  the  grant  for  the  cost  of  the  independent  audit  required  at 
the  end  of  the  grant  period  should  enter  this  cost  under  this  category. 


Budg 

et  Summary 

Column 

1: 

Column 

2: 

Column 

3: 

Column 

4: 

Column 

5: 

Enter  the  GRAND  TOTAL  of  the  "Total  Required.  .  .All  Sources" 

for  all  budget  categories. 

Enter  the  GRAND  TOTAL  of  the  "Total  Requested.  .  .P.L.  91-517 

Only"  for  all  budget  categories. 

Enter  the  percentage  that  the  amount  in  Column  2  bears  to  the 

amount  in  Column  1. 

Enter  the  total  amount  of  funds  to  be  contributed  from  other 

sources  (Column  1  minus  Column  2) . 

Enter  the  percentage  that  the  amount  in  column  4  bears  to  the 

amount  in  Column  1. 

The  total  amount  claimed  for  indirect  costs  should  be  reflected  in  the  space 
identified  for  this  purpose.   Refer  to  the  "Conditions  of  Grant  Awards"  for 
instruction  regarding  indirect  costs.   If  more  than  a  total  of  10%  of  the  direct 
costs  is  claimed,  supporting  information  must  be  submitted  as  part  of  the  applica- 
tion. No  more  than  10%  of  the  direct  costs  can  be  charged  to  the  grant  as 
indirect  costs  under  any  circumstances. 


BUDGET  FORM  A2,  "ITEMIZATION  OF  FURNISHINGS  AND  EQUIPMENT" 

Use  this  form  to  itemize  furnishings  and  equipment  grouped  together  in  those 
categories  on  Budget  Form  A  (when  the  number  of  individual  items  is  greater  than 
the  number  of  spaces  provided  in  the  main  budget  form) . 


BUDGET  JUSTIFICATION 

Attach  a  narrative  explanation  of  any  budget  items  whose  need  or  relevancy  to 
project  purposes  is  not  clearly  defined  in  the  project  description.   There  should 
be  special  explanation  of  large  items  (such  as  heavy  travel  costs,  large  printing 
expenditures,  extensive  clerical  services,  high  salary  rates)  indicating  why  these 
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are  deemed  necessary  for  the  proper  conduct  of  the  project. 

The  Budget  Justification  should  also  contain  pertinent  information  concerning 
the  applicant's  other  sources  of  support,  including  the  status  of  various 
commitments  from  other  sources  (contribution  in  hand,  promised,  potentially 
available),  information  about  contributing  organizations  other  than  the  applicant 
itself,  and  cash  in  hand  at  the  time  of  application.   Applicants  depending  on 
fund  raising  or  fees-for-service  for  "matching"  should  provide  some  evidence  that 
their  expectations  are  based  on  some  reasonable  assessment  of  past  experience, 
experience  of  similar  organizations  in  the  same  community,  or  other  indices. 

The  extent  and  type  of  detail  and  explanation  in  the  narrative  will  depend 
on  the  financial  structure  and  particular  needs  of  the  project.   The  important 
consideration  is  that  all  components  and  items  of  the  budget  be  explained  with 
sufficient  clarity  to  permit  an  intelligent  evaluation  by  those  responsible  for 
review  of  applications. 

The  Budget  Justification  pertains  to  the  project  period  only. 

BUDGET  FORM  B,  "ESTIMATED  BUDGET  FOR  FIVE  YEAR  PERIOD" 

START-UP  GRANTS  ONLY.   This  form  is  self-explanatory.   Enter  estimated  program 
expenditures  anticipated  for  five  years  from  the  date  of  beginning  operation.   The 
"date  of.  beginning  operation"  means  the  date  that  services  will  first  be  delivered 
to  some  or  all  of  the  persons  to  be  served.   A  dash  may  be  used  to  indicate  that 
the  estimated  expenditures  for  a  particular  item  will  remain  the  same  as  those 
represented  for  the  previous  year.   Blank  spaces  will  indicate  that  no  expenditures 
are  anticipated. 

If  a  major  change  is  represented  that  the  applicant  feels  should  be  explained, 
a  brief  notation  may  be  made  on  the  form  or  a  narrative  explanation  may  be  attached. 

BUDGET  FORM  B2,  "SUPPORTING  BUDGET  ESTIMATES  FOR  PROGRAM  STAFF" 

START-UP  GRANTS  ONLY.   Complete  this  schedule  of  positions  and  salaries  to 
support  the  estimated  expenditures  for  staff  compensation  claimed  in  Budged  Form  B. 

BUDGET  FORM  C,  "ANTICIPATED  SOURCES  OF  REVENUE" 

START-UP  GRANTS  ONLY.   Enter  the  amount  of  funds  anticipated  from  various 
sources  of  program  support  for  each  year  entered  on  Budget  Form  B  on  the  first 
page.   On  the  second  page,  check  the  column  which  most  accurately  describes  the 
nature  of  the  commitment  of  these  sources.   "Definite"  means  that  a  formal  agreement, 
contract,  grant,  or  promisory  note  has  been  made  official,  or  that  agreements  to  pay 
fees  have  been  signed  by  those  who  will  use  the  service,  their  parents,  or  guardians; 
"definite  subject  to  periodic  reviewal"  means  that  any  of  the  above  must  be  renego- 
tiated or  renewed  annually  or  otherwise  during  the  five-year  period,  and  should  be 
explained;  "promised"  means  that  the  pledge  or  informal  agreement  has  been  made; 
applied  for  but  not  promised"  means  that  the  organization  has  applied  for  or 
requested  formal  agreement,  contract,  grant,  or  other  commitment  which  has  not  been 
granted;  "expected  to  be  available"  means  that  the  applicant  is  eligible  for  funds 
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from  a  particular  source  and  has  reason  to  believe  that  the  source  will  in  fact 
make  funds  available  upon  request  or  application,  or  that  service  recipients, 
their  parents  or  guardians  will  be  able  to  pay.   Entries  under  "expected  to  be 
available"  should  be  supported  by  comments.   Add  any  comments  you  think  will 
clarify  or  support  the  reasons  for  your  anticipations;  use  continuation  sheets  if 
necessary. 

NARRATIVE  PROJECT  DESCRIPTION 

A  narrative  project  description  is  to  be  typed  on  as  many  8  1/2"  x  11"  sheets 
as  are  necessary,  following  the  outline  included  with  the  application  forms.   The 
project  description  should  describe  clearly  and  concisely  the  proposed  project 
for  which  assistance  is  requested.   It  is  important  that  the  narrative  follow 
the  outline  given,  indexed,  and  include  the  inforamtion  requested  in  the  order 
given. 

This  section  constitutes  the  heart  of  the  grant  application.   It  is  the 
applicant's  description  of  the  project — its  aims,  what  will  be  done,  how  it  will  be 
done,  who  will  be  involved,  and  what  is  expected  to  result.   Together  with  the 
project  budget,  it  constitutes  the  primary  evidence  to  the  Council  of  the  soundness 
of  the  project,  the  planning  that  has  gone  into  its  formulation,  and  the 
responsibilities  and  qualifications  of  those  who  will  be  involved. 

This  section  will  be  the  principal  focus  of  the  evaluation  which  will  deter- 
mine whether  the  application  will  be  funded.   In  preparing  it,  the  applicant 
should  refer  to  the  General  Guidelines  for  the  type  of  grant  sought  and  any  relevant 
standards  or  program  guidelines  furnished  or  cited  in  the  application  materials. 

If  the  applicant  wishes  to  append  documents  as  supplemental  information,  they 
should  be  listed  on  the  last  page  of  the  description  and  appended. 

BIOGRAPHICAL  SKETCHES  OF  PROFESSIONAL  PERSONNEL  AND  CONSULTANTS 

Attach  brief  summaries  of  the  background  and  qualifications  of  all  professional 
personnel  and  consultants  who  are  known  at  the  time  of  making  application.   Include 
biographical  sketches  of  any  non-professional  personnel  who  will  plan  a  key  role  in 
the  project.   Resumes  or  curricula  vita  may  be  attached  if  it  is  more  convenient  for 
the  applicant,  but  brief  summaries  are  preferred.   Information  to  be  included  in  the 
summaries  should  be  relevant  to  the  role  to  be  assumed  relative  to  the  project. 

FINANCIAL  INTEREST  DISCLOSURE 


"Persons  having  a  financial  interest  in  this  contract  (grant)"  includes  anyone 
who  will  realize  financial  benefits,  including  personnel  and  consultants,  but  not 
including  volunteers  who  will  be  reimbursed  for  expenses.   Firms  or  persons  whom 
the  applicant  intends  to  contract  with  for  renovations,  publications,  or  other 
services  related  to  the  grant  should  also  be  listed. 

CIVIL  RIGHTS  ASSURANCE 

This  form  requires  an  official  signature  signifying  that  the  applicant  has 
read  and  agrees  to  comply  with  civil  rights  requirements. 
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PROOF  OF  VOLUNTARY  NON-PROFIT  STATUS 

Applicants  must  submit  proof  of  their  non-profit  status  if  they  are  private 
agencies  or  organizations.   Any  of  the  following  shall  be  acceptable  evidence  of 
non-profit  status:   (1)  A  reference  to  the  organization's  listing  in  the  Internal 
Revenue  Service's  most  recent  cumulative  list  of  organizations  described  in  the 
Internal  Revenue  Code  as  tax  exempt;  (2)  a  copy  of  a  currently  valid  Internal 
Revenue  Service  tax  exemption  certificate;  (3)  a  statement  from  a  State  taxing 
body  or  the  State  Attorney  General  certifying  that  the  organization  is  a  non- 
profit organization  operating  within  the  State  and  that  no  part  of  its  net  earnings 
may  lawfully  inure  to  the  benefit  of  any  private  shareholder  or  individual;  (4)  a 
certified  copy  of  the  organization's  certificate  of  incorporation  or  similar 
document  if  it  clearly  establishes  the  non-profit  status  of  the  organization;  or 
(5)  any  of  the  above  proof  from  a  State  or  national  parent  organization,  and  a 
statement  signed  by  the  parent  organization  that  the  applicant  organization  is  a 
local  non-profit  affiliate. 


AUTHORIZATION  OF  SIGNATURES 


Private  non-profit  agencies  and  organizations  must  submit  a  secretary  or 
clerk's  certificate  giving  authority  to  a  specific  individual  to  sign  the 
application  and  any  subsequent  official  correspondence,  and  the  date  the  Board 
of  Directors  voted  such  authority. 


DOCUMENTATION  OF  ACTUAL  NEED 

START-UP  GRANTS  ONLY.   Applicants  who  intend  to  initiate  or  expand  a  service 
must  submit  evidence  that  there  is  an  actual  need  for  such  a  service  in  the  community 
or  communities  to  be  served.   Any  of  the  following  shall  be  acceptable  evidence  of 
actual  need:   (1)  A  waiting  list;  (2)  a  letter  from  the  Superintendent  of  a  State 
institution  describing  the  placements  that  may  be  anticipated  from  that  institution; 
(3)  letters  from  community  agencies  verifying  the  need  for  such  a  service  for 
community  residents  known  to  them;  or  (4)  letters  from  local  parent  organizations 
verifying  the  need  for  such  a  service  to  community  residents  known  to  them. 

Documentation  of  actual  need  may  include  the  naming  of  specific  individuals  or, 
for  confidentiality  purposes,  may  represent  facts  about  individuals  which  describe 
them  without  permitting  identification  of  specific  individuals. 

The  documentation  of  actual  need  should  give  evidence  that  persons  on  waiting 
lists  or  submitting  letters  have  been  appraised  of  the  program's  purposes,  eligibil- 
ity and  selection  criteria,  fees  and  other  information  which  would  be  relevant  to 
their  judgement  concerning  the  number  of  persons  who  could  or  would  use  the  program. 


SHewehett  ^attfmbtaU  3&uMdmg,  tjflocm  909 

400  vmn&udae  SPAeet 

SBcbbm  02202 


area  code  61 7 
727-4178 


LETTER  OF  INTENT  TO  APPLY 


This  form  should  be  returned  to  the  Massachusetts  Developmental  Disabilities 
Council  immediately  whenever  an  applicant  intends  to  develop  a  formal  application, 
This  declaration  of  intent  to  apply  does  not  in  any  way  bind  the  applicant. 

In  some  instances,  further  information,  regulations,  or  standards  will  be 
sent  to  the  applicant  upon  receipt  of  this  letter.   It  is,  therefore,  ESSENTIAL 
THAT  THIS  LETTER  BE  RETURNED  AS  SOON  AS  THE  APPLICANT  DECIDES  TO  PREPARE  AN 
APPLICATION. 


TYPE  OF  GRANT 

I  l  Community  Residence  Start-up  Grant 
I  Day  Care  Start-up  Grant 
J  Early  Childhood  Intervention  Materials 
J  Project  of  Statewide  Significance 


□ 


New  Program  or  Project 


1  Adaptation  or  Expansion  of 
Ongoing  Program  or 
Project 


NAME  OF  AGENCY  OR  ORGANIZATION 


ADDRESS 


TELEPHONE  NUMBER 


NAME  OF  INDIVIDUAL  RESPONSIBLE  FOR  DEVELOPING  APPLICATION 


TYPE  OF  AGENCY 
|   | PUBLIC 


|   [ PRIVATE  NON-PROFIT 


OTHER  (SPECIFY) 


SUMMARY  OF  INTENDED  PROPOSAL 

Attach  a  brief  summary  of  the  goals  and  objectives  of  the  proposed  project, 
essential  facts  about  the  program  or  methodology,  location,  age  group  to  be 
served,  and  other  basic  information  relevant  to  your  application.   This  summary 
should  not  exceed  three  pages. 
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SBcfiAm  02202 


area  code  617 
727-4178 


Project  of  Statewide  Significance 
Early  Childhood  Intervention  Materials 
Community  Residence  Start-up 
Day  Care  Start-up 


Application  Number 
(Leave  Blank) 


APPLICATION  CHECKLIST 


Applicant  Agency: 
Title  of  Project: 


Date  of  Submission: 


ONE  COPY  OF  THIS  LIST  MUST  BE  RETURNED  WITH  THE  COMPLETED  APPLICATION  MATERIALS. 
APPLICANTS  ARE  ADVISED  THAT  THE  APPLICATION  WILL  NOT  BE  REVIEWED  IF  INCOMPLETE. 


I.   APPLICATION  (20  Copies) 

*Face  Sheet  with  Signatures 
Project  Summary 
Budget  Form  A 
Budget  Justification 

Budget  Forms  B-C  (Start-up  Grants  Only) 
Narrative  Project  Description 
Biographical  Sketches  or  Vitae 
Letters  of  Agreement  or  Support 
4C's  Review  (Day  Care  Start-up  Only) 
Other  Supporting  Materials  as  Listed  on 

Last  Page  of  Narrative  Project  Description 

11 •   STANDARD  ATTACHMENTS 

*Human  Rights  Assurances  (5  Copies) 
*Civil  Rights  Assurance  (2  Copies) 
*Financial  Interest  Disclosure  (2  copies) 

Proof  of  Non-profit  Status  (2  Copies) 
*Authorization  of  Signatures  (2  Copies) 

Documentation  of  Actual  Need  (2  Copies, 
Start-up  Grants  Only) 
*Representations  (2  Copies,  Community 
Residence  Start-up  Grants  Only) 

Indirect  Cost  Agreement  (2  Copies) 

**Refer  to  General  Guidelines  for  clarification 
of  requirements. 


Enclosed 


Not  Required** 


*R.equire  signatures. 


FORM  DDA-7220 


tMaMacAu&e/&  3)&m/cfomen/a/  S)€6a4i/i/ie&  Council 
Stewetett  ^alicn^iall  3&uMdmo,  9lcwm  909 

SBcUcn  02202 


area  code  617 
727-4178 


DEVELOPMENTAL  DISABILITIES  GRANT  APPLICATION 


Title  of  Project: 


Name  and  Address  of  Applicant  Agency  or  Organization: 


Name  and  Title  of  Project  Director: 


Name,  Title,  and  Address  of  Financial  Officer 


Type  of  Agency  or  Organization: 

State  Other  Public 


Private  Nonprofit 


Proposed  Term  of  Project: 
Anticipated  Starting  Date: 
Anticipated  Completion  Date: 


Total  Funds  Involved: 


Requested  PL  91-517    Other  Sources 


Terms  and  Conditions: 

The  undersigned  accept,  as  to  any  grant  awarded,  the  obligation  to  comply 
with:   terms  and  conditions  pertinent  to  the  awarding  program,  Administering 
Agency  "Conditions  of  Grant  Awards"  (Form  DDA-7250),  and  Other  Federal  and 
State  Statutes  and  Regulations  relevant  thereto,  Title  VI  of  the  Civil  Rights 
Act  of  1964  (P.L.  88-352)  and  the  Regulation  issued  pursuant  thereto.   The 
undersigned  also  certify  that  they  have  no  commitments  or  obligations 
inconsistent  with  compliance  with  the  above. 


Date 


Signature  and  Title  of  Responsible  Officer 


FORM  DDA-7220 


Siewelelt  SPatttmb/a//  MuMing,  Sflc&m  909 

J  00  yDwmfaidye  tfkeet 
3toU<m  02202 


area  code  61 7 
727-4178 


Project  of  Statewide  Significance 
Early  Childhood  Intervention  Materials 
Community  Residence  Start-up 
Day  Care  Start-up 

APPLICATION  SUMMARY 


Application  Number 
(Leave  Blank) 


Title  of  Project: 

Applicant  Agency: 

Project  Location: 

Name  and  Title  of  Project  Director: 

Project  Period  Proposed  (Dates): 

Total  Funds  Involved: 

Total  P.L.  91-517  Funds  Requested: 


"SUMMARY  OF  PROPOSED  WORK  (300  words  or  less;  omit  confidential  data): 


Leave  This  Space  Blank 


FORM  DDA-7220 
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DEVELOPMENTAL  DISABILITIES  PROJECT  GRANT 
FINANCIAL  INTEREST  DISCLOSURE 


The  applicant  certifies  under  the  penalties  of  perjury  that  the  following  sets  forth 
the  names  and  addresses  of  all  persons  having  a  financial  interest  in  this  contract, 
not  including,  however,  any  person  whose  only  financial  interest  consists  of  the 
holding  of  one  percent  or  less  of  the  capital  stock  of  a  corporation  contracting  to 
provide  services,  in  accordance  with  the  provisions  of  the  General  Laws,  Chapter  7, 
Section  14A,  as  inserted  by  Chapter  844  of  the  Acts  of  1963: 

NAME  ADDRESS 


The  undersigned  is  authorized  to  make  these  assurances  on  behalf  of  the  applicant, 
and  assures  compliance  by  his  signature. 

Legal  Name  of  Applicant:  

Name  and  Title  of  Responsible  Officer:  


Signature  of  Responsible  Officer:  Date: 


FORM  DDA-7220 


ASSURANCE  OF  COMPLIANCE  WITH  THE  DEPARTMENT  OF 
HEALTH,  EDUCATION,  AND  WELFARE  REGULATION  UNDER 
TITLE  VI  OF  THE  CIVIL  RIGHTS  ACT  OF  1964 


(Name  of  Applicant) 


(hereinafter  called  the  "Applicant") 


HEREBY  AGREES  THAT  it  will  comply  with  title  VI  of  the  Civil  Rights  Act  of  1964 
(P.L.  88-352)  and  all  requirements  imposed  by  or  pursuant  to  the  Regulation  of  the  Department 
of  Health,  Education,  and  Welfare  (45  CFR  Part  80)  issued  pursuant  to  that  title,  to  the  end  that, 
in  accordance  with  title  VI  of  that  Act  and  the  Regulation,  no  person  in  the  United  States  shall, 
on  the  ground  of  race,  color,  or  national  origin,  be  excluded  from  participation  in,  be  denied  the 
benefits  of,  or  be  otherwise  subjected  to  discrimination  under  any  program  or  activity  for  which 
the  Applicant  receives  Federal  financial  assistance  from  the  Department;  and  HEREBY  GIVES 
ASSURANCE  THAT  it  will  immediately  take  any  measures  necessary  to  effectuate  this  agree- 
ment. 


If  any  real  property  or  structure  thereon  is  provided  or  improved  with  the  aid  of  Federal  financial 
assistance  extended  to  the  Applicant  by  the  Department,  this  assurance  shall  obligate  the 
Applicant,  or  in  the  case  of  any  transfer  of  such  property,  any  transferee,  for  the  period  during 
which  the  real  property  or  structure  is  used  for  a  purpose  for  which  the  Federal  financial  assist- 
ance is  extended  or  for  another  purpose  involving  the  provision  of  similar  services  or  benefits. 
If  any  personal  property  is  so  provided,  this  assurance  shall  obligate  the  Applicant  for  the 
period  during  which  it  retains  ownership  or  possession  of  the  property.  In  all  other  cases,  this 
assurance  shall  obligate  the  Applicant  for  the  period  during  which  the  Federal  financial  assist- 
ance is  extended  to  it  by  the  Department. 

THIS  ASSURANCE  is  given  in  consideration  of  and  for  the  purpose  of  obtaining  any  and  all 
Federal  grants,  loans,  contracts,  property,  discounts  or  other  Federal  financial  assistance 
extended  after  the  date  hereof  to  the  Applicant  by  the  Department,  including  installment  pay- 
ments after  such  date  on  account  of  applications  for  Federal  financial  assistance  which  were 
approved  before  such  date.  The  Applicant  recognizes  and  agrees  that  such  Federal  financial 
assistance  will  be  extended  in  reliance  on  the  representations  and  agreements  made  in  this 
assurance,  and  that  the  United  States  shall  have  the  right  to  seek  judicial  enforcement  of  this 
assurance.  This  assurance  is  binding  on  the  Applicant,  its  successors,  transferees,  and  assign- 
ees, and  the  person  or  persons  whose  signatures  appear  below  are  authorized  to  sign  this  assur- 
ance on  behalf  of  the  Applicant. 

Dated 

(Applicant) 


By. 


(President,  Chairman  of  Board,  or  comparable 
authorized  official) 


(Applicant's  mailing  address) 

hew-441  FORM  DDA-7220 

(12-64) 


DEVELOPMENTAL  DISABILITIES  DAY  CARE  START-UP  GRANT 
OUTLINE  AND  INSTRUCTIONS  FOR  DEVELOPING  THE  NARRATIVE  PROJECT  DESCRIPTION 


A  narrative  project  description  is  to  be  typed  on  as  many  8  1/2"  x  11"  sheets 
as  are  necessary,  following  the  outline  of  this  form.   The  project  description 
should  describe  clearly  and  concisely  the  proposed  project  for  which  assistance 
is  requested.   It  is  important  that  the  narrative  include  the  information 
requested  in  the  order  given  and  that  index  headings  be  used  for  ease  of  review. 

This  section  constitutes  the  heart  of  the  application.   It  will  be  the 
principal  focus  of  the  evaluation  which  will  determine  whether  the  application 
will  be  funded.   In  preparing  it,  the  applicant  should  refer  to  the  General 
Guidelines  for  Developmental  Disabilities  Start-up  Grants,  and  the  Standards  and 
Program  Guidelines  information  included  in  the  application  materials. 

If  the  applicant  wishes  to  append  documents  as  supplemental  information, 
they  should  be  listed  on  the  last  page  and  attached. 

Every  effort  has  been  made  to  make  the  content  and  form  of  this  narrative 
parallel  to  what  will  be  required  of  the  applicant  when  he  applies  for  a  license 
to  operate  or  a  Title  IV  contract  for  service  with  the  Department  of  Public 
Welfare.   Unfortunately,  the  Title  IV  contract  requirements,  which  are  the 
more  detailed,  will  soon  be  revised.   Still,  it  is  anticipated  that  the  applicant 
will  be  able  to  reuse  this  narrative  project  description  for  future  purposes  with 
relatively  few  revisions  and  additions. 

1 .  Organization  Identification 

A  complete  description  of  the  applicant  organization  is  to  be  submitted 
including  the  date  of  incorporation,  type  of  organization,  basic  purpose  and 
chart  of  organization  of  the  agency,  and  number  of  personnel  in  each  major 
program  sponsored  by  the  organization. 

2.  General  Environment 

Describe  the  community  (s)  which  the  program  will  serve,  noting  specifically 
(a)  whether  it  is  urban,  rural  or  semi-rural;  (b)  the  economic  circumstances  of 
the  population;  (c)  the  quality,  extent,  and  scope  of  current  programs  and 
provisions  for  day  care;  and  (d)  the  quality,  extent  and  scope  of  current 
programs  and  services  for  persons  with  developmental  disabilities.   Indicate 
whether  there  is  a  4C's  committee,  and  describe  your  involvement  with  the 
committee  and  with  other  relevant  community  agencies. 

3.  Program  Need 

This  section  should  demonstrate  the  organization's  grasp  of  the  concept  and 
complexity  of  the  need  for  the  proposed  service  in  the  community  stipulated.   A 
clear  indication  of  what  services  the  organization  plans  to  provide  should  be 
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4.  Intake  Policy 

Describe  the  eligibility  and  selection  criteria  for  the  program  to  be  initiated 
with  developmental  disabilities  start-up  funds.   Include  relevant  information  about 
age,  geographical  origin,  sex,  type  and  level  of  disability.   Also  include  informa- 
tion about  non-disabled  children  who  will  be  integrated  into  preschool  programs  to 
provide  a  "normalizing"  experience  for  the  development ally  disabled  children  served. 
In  developing  this  policy,  refer  to  paragraphs  F  and  G  of  the  Conditions  of  Grant 
Awards ,  and  Special  Condition  1  in  the  General  Guidelines ♦ 

5.  Referrals 

Describe  how  children  will  be  referred  to  the  program.   Indicate  (a)  procedures 
for  application;  (b)  expectations  for  agency  referrals;  (c)  plans  for  identifying 
families  with  need  for  the  program,  if  any;  and  (d)  procedures  for  follow-up  on 
children  enrolled  or  refused. 

6.  Facilities 

Describe  your  facilities  in  some  detail,  or  ennumerate  the  criteria  you  will 
employ  in  selecting  and  equipping  your  facilities,  noting  those  which  you  may  be 
forced  to  compromise,  if  any.   Refer  to  known  available  space  in  your  community 
if  relevant.   Indicate  (a)  the  numbers  and  sizes  of  classrooms;  (b)  toilet 
facilities;  (c)  office  and  kitchen  space,  (d)  floor  location,  (e)  amount  of  space 
for  each  person,  (f)  outdoor  recreation  space,  (g)  fixed  and  movable  equipment, 
and  (h)  special  equipment  and  provisions  (such  as  ramps)  for  handicapped  persons. 

7.  Program  Description 

This  section  should  include  a  description  of  the  philosophy  and  aims  of  the 
program,  theoretical  constructs  underlying  the  choice  of  developmental  activities, 
evaluative  tools  to  be  used,  measurements  of  growth  and  development  in  service 
recipients,  and  types  of  experiences  to  be  provided.   Include  (a)  program  hours, 
(b)  an  example  of  a  daily  schedule,  (c)  plans  for  coordinating  other  services 
required  by  individuals  with  the  day  care  program,  and  (d)  any  special  diagnostic, 
treatment,  or  other  services  which  will  be  rendered  as  part  of  the  program. 

8.  Staff  and  Staff  Organization 

Provide  a  description  of  the  proposed  staffing  pattern  (in  either  narrative 
or  graphic  form)-  and  staff  responsibilities,  limited  to  a  brief  statement  concern- 
ing the  assignment  and  supervisory  relationships  of  various  staff.   Provide  brief 
job  descriptions  for  all  personnel,  and  describe  the  qualifications  of  personnel 
not  named  at  the  time  of  application.   Attach  biographical  sketches  of  the  director, 
known  personnel,  and  consultants.   Also  describe  (a)  the  role  of  policy  or  advisory 
boards,  (b)  the  relationship  of  parents,  consumers,  and  other  residents  of  the 
community  to  the  planning,  management  and  operation  of  the  program,  (c)  the  involve- 
ment of  volunteers,  and  (d)  the  role  of  consultants. 

9 .  Parent  Involvement 

Describe  plans  for  involving  parents  other  than  those  already  described  above. 
Explain  to  what  extent  parents  will  be  involved  in  the  total  program,  parent 
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meetings,  fund  raising  programs,  volunteer  work  in  program,  visiting,  training 
activities.   Indicate  to  what  extent  parents  of  program  recipients  will  be 
involved  in  the  operation  and  management  of  the  program. 

10.  Orientation  and  Training 

Describe  in-service  training  plans,  making  reference  to  individuals  or 
agencies  who  will  assist  in  training  and  orientation,  materials  or  curricula  to 
be  used,  plans  for  visits  to  other  programs  or  services,  and  time  to  be  devoted 
to  orientation  and  training  activities. 

11.  Health  and  Nutritional  Services 

Describe  proposed  provisions  for  medical  and  paramedical  support.   Include 
specific  reference  to  plans  for  emergency  care,  nutritional  planning  and  service, 
and  consultation. 

12.  Cooperating  or  Participating  Organizations 

List  all  other  agencies  or  groups  (a)  who  have  participated  in  the  development 
of  the  project,  (b)  who  will  participate  in  its  management  or  operation,  or  (c) 
who  will  cooperate  in  providing  services  to  persons  in  the  program.   If  not 
previously  set  out,  indicate  their  role  in  the  program  and  relationships  with 
the  applicant.   Wherever  possible,  furnish  evidence  of  the  support  or  willingness 
to  undertake  the  program  role  of  such  agencies  or  groups  (letters  of  agreement, 
support,  or  endorsement  by  authorized  officials) .   Include  agencies  from  which 
you  intend  to  purchase  services,  community  resources  to  which  you  will  refer, 
and  parents'  groups. 

13.  Transportation 

Indicate  how  developmentally  disabled  persons  will  get  to  the  program, 
making  reference  if  appropriate  to  public  transportation  provisions  relative  to 
the  facility  site. 

14.  Additional  Information 

Provide  any  additional  information  you  think  is  pertinent. 


GUIDELINES  AND  INSTRUCTIONS  FOR  DEVELOPING  HUMAN  RIGHTS  ASSURANCES 


A.   HUMAN  RIGHTS  POLICY  STATEMENT 

All  applicants  for  P.L.  91-517  funds  must  provide  adequate  assurances 
that  they  are  and  will  continue  to  be  in  compliance  with  the  Massachusetts 
Developmental  Disabilities  Council's  policies  regarding  the  rights  and 
welfare  of  human  subjects.   These  policies  incorporate  those  of  the 
Department  of  Health,  Education  and  Welfare  as  outlined  in  "The  Institu- 
tional Guide  to  DHEW  Policy  on  Protection  of  Human  Subjects".   These 
policies  might  be  summarized  as: 

1.  The  applicant  must  provide  adequate  safeguards  against 
potential  risks  to  the  rights  and  welfare  (including 
human  dignity  and  privacy  as  well  as  physical  risks)  of 
persons  affected  by  the  proposed  project. 

2.  The  potential  benefits  of  the  project  to  participating 
persons  or  to  humanity  in  general  must  outweigh  any 
probable  risks  to  individuals  involved. 

3.  The  applicant  must  develop  and  employ  informed  consent 
procedures  which  will  be  adequate  and  appropriate. 

4.  The  applicant  must  provide  whatever  professional  attention 
or  facilities  are  required  to  safeguard  the  rights  and 
welfare  of  individuals  involved  in  the  project. 


B.   THE  HUMAN  RIGHTS  COMMITTEE 

All  applicants  must  have  or  convene  a  Human  Rights  Committee  to 
review  the  project  proposal  and  submit  assurances  to  the  Massachusetts 
Developmental  Disabilities  Council  that  the  applicant  is  and  will  be  in 
compliance  with  the  policies  outlined  above. 

The  committee  must  be  comprised  of  sufficient  members  with  varying 
backgrounds  to  assure  complete  and  adequate  review  of  the  project.   The 
committee  may  be  an  existing  one,  or  one  especially  appointed  for  the  pur- 
pose.  The  applicant  may  utilize  staff,  consultants,  or  both — however, 
committee  structure  must  comply  with  DHEW  policy  prohibiting  any  person 
with  "professional  responsibility"  from  serving  on  the  project's  human 
rights  committee  and  must  comply  with  MDDC  policy  requiring  at  least  a  one- 
third  membership  on  all  grantee  human  rights  committees  of  persons  who  are 
totally  unaffiliated  with  either  the  project  itself  or  any  sponsoring  insti- 
tution. 

The  committee  must  agree  to  and  establish  appropriate  plans  for  a 
continuing  exchange  of  information  and  advice  between  itself  and  the  project 
director,  particularly  to  deal  with  proposed  changes  in  project  or  activity 
design  which  might  affect  human  subjects,  and  with  emergent  problems  which 
may  alter  the  situation  with  regard  to  risks  or  safeguards. 
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The  only  exception  to  the  requirement  of  a  Human  Rights  Committee  will 
occur  in  the  event  that  the  applicant  believes  there  will  be  no  contact  with 
human  subjects  in  the  conduct  of  a  proposed  project.   In  this  event,  the 
Human  Rights  Committee  of  the  Massachusetts  Developmental  Disabilities  Council 
may  act  as  the  applicant's  committee  in  reviewing  the  project  for  certifica- 
tion that  no  human  subjects  will  be  involved. 


C.  ASSURANCES 

The  applicant  must  submit  assurances  of  compliance  with  human  rights 
policies  to  the  Massachusetts  Developmental  Disabilities  Council  as  part  of 
his  application  for  P.L.  91-517  funds.   This  requirement  includes  agencies 
which  have  a  statement  of  general  institution  compliance  on  file  with  DHEW. 

An  example  statement  of  human  rights  assurances  is  attached. 

D.  HUMAN  RIGHTS  SURVEILLANCE  FOR  P.L.  91-517. 

The  Massachusetts  Developmental  Disabilities  Council  has  filed  a  general 
statement  of  compliance  with  DHEW  assuring  that  it  will  be  accountable  for 
human  rights  surveillance  of  all  projects  funded  under  P.L.  91-517  in  the 
Commonwealth.   To  do  this,  it  has  established  a  Human  Rights  Committee  of  its 
own  which  will  be  responsible  for  reviewing  all  human  rights  assurances 
submitted  by  applicants,  and  for  meeting  with  applicants'  human  rights 
committees  and  project  staff  from  time  to  time  to  determine  the  adequacy  of 
protections  and  monitoring. 

One  member  of  the  Human  Rights  Committee  of  the  MDDC  will  have  primary 
responsibility  for  each  project,  and  will  be  the  applicant's  main  contact 
with  the  Council  regarding  human  rights  aspects  of  the  project. 

E.  CONSULTATION  AND  TECHNICAL  ASSISTANCE 

Applicants  and  human  rights  committees  may  obtain  consultation  or 
technical  assistance  concerning  human  rights  requirements,  provisions,  or 
assurances  from: 

Mr.  Henry  Porter,  Esquire 

Bureau  of  Developmental  Disabilities 

Room  909 

100  Cambridge  Street 

Boston,  Massachusetts   02202 

Telephone:   (617)  727-4179 
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EXAMPLE  STATEMENT  WITH  INSTRUCTIONS 
HUMAN  RIGHTS  ASSURANCES 


The  (INSTRUCTION:   Insert  name  of  applicant  agency  or  organization)  will  comply  with 
the  policy  of  the  Massachusetts  Developmental  Disabilities  Council  for  the  protec- 
tion of  human  subjects  participating  in  projects  or  activities  supported  by  grants 
and  contracts  made  by  DHEW  through  the  Massachusetts  Developmental  Disabilities 
Council.   This  compliance  will  include  a  review  independent  of  the  investigator 
or  director  to  safeguard  the  rights  and  welfare  of  those  human  subjects.   The 
application  for  a  grant  from  the  Massachusetts  Developmental  Disabilities  Council 
(INSTRUCTION:   Insert  name  of  project  or  activity)  was  submitted  by  this  agency  or 
organization  on  behalf  of  (INSTRUCTION:   Insert  name  of  project  director) ,  who  will 
be  charged  with  the  responsibility  for  informing  all  staff  of  the  conditions  of  this 
assurance.   An  initial  review  of  the  aforementioned  application  indicates  that: 

(1)  In  the  opinion  of  this  agency's  (organization's)  committee,  the  risks  to  the 
rights  and  welfare  of  individuals  affected  by  this  project  or  activity  are: 
(INSTRUCTION:   The  Committee  should  here  identify  in  general  terms  those  risks — to 
human  dignity  and  privacy  as  well  as  physical  comfort  and  safety — that  it  recognizes 
as  probable  occurances,  such  as  use  of  case  records  and  materials,  use  of  photos  and 
movies,  observation  of  procedures  without  knowledge  of  observee,  aggravation  of 
anxiety  status  through  contact  with  interviewers,  future  association  of  subject  with 
answers  to  questions,  fatigue  brought  on  by  exposure  to  extensive  test  battery,  or 
possibility  of  side  effects  to  drugs  employed  for  sedation  purposes;  or,  NONE) . 

The  Committee  states  that  adequate  safeguards  against  these  risks  have  been  provided 
and  are  as  follows :  (INSTRUCTION:  Outline  procedures  for  maintaining  confidential- 
ity of  records,  providing  medical  protection,  or  other  safeguards  relevant  to  risks). 

(2)  In  the  opinion  of  the  Committee,  the  potential  benefits  of  this  activity  to 
participating  individuals  or  to  humanity  in  general  outweigh  any  probable  risks. 
(INSTRUCTION:   The  Committee  should  identify  the  benefits  to  the  individual  or  to 
mankind  in  general  that  will  accrue  through  the  individual's  participation  in  the 
project;  this  should  be  followed  by  discussion  weighing  the  risks  against  the 
benefits;  the  Committee  should  make  its  own  judgements,  based  on  common  sense,  as 
to  the  nature  and  magnitude  of  both  risks  and  benefits). 

(3)  In  the  opinion  of  the  Committee  the  following  informed  consent  procedures 

will  be  adequate  and  appropriate:   (INSTRUCTION:   The  minimum  consent  document  to  be 
used  should  be  attached.   In  addition,  the  actual  consent  procedures  to  be  used 
should  be  described;  i.e.,  "Students  responding  to  the  attached  advertisement  will  be 
interviewed",  "The  project  outline  will  be  submitted  to  the  executive  council  of  the 
PYA",  "Individual  teachers  will  be  asked  to  allow  an  observer  in  the  rooms  chosen", 
"Superintendents  of  several  state  mental  hospitals  will  be  approached.   The  attached 
statement  to  the  next  of  kin  or  guardian  will  be  signed  by  the  principle  investi- 
gator and  superintendent,"  "The  following  consent  form  will  be  signed  by  each 
subject  and  his  or  her  spouse  or  next  of  kin  before  acceptance  of  the  subject",  "No 
prior  consent  will  be  sought.   The  following  debriefing  schedule  will  be  followed 
within  30  minutes  after  completion  of  the  test'.) 
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(A)   The  Committee  agrees  to  arrange  for  a  continuing  exchange  of  information  and 
advice  between  itself  and  the  investigator  or  director,  particularly  to  deal  with 
proposed  changes  in  project  or  activity  design  which  might  affect  human  subjects, 
and  with  emergent  problems  which  may  alter  the  project's  situation  with  regard  to 
the  criteria  cited  above.   This  exchange  will  be  implemented  through:   (INSTRUCTION: 
It  should  be  indicated  whether  the  investigator  or  director  will  be  required  to 
submit  written  reports,  or  to  appear  for  interviews,  or  will  be  visited  by  the 
Committee  or  Committee  representatives,  and  at  approximately  what  intervals  these 
steps  will  be  carried  out). 

(5)  This  agency  (organization)  will  provide  whatever  professional  attention  or 
facilities  are  required  to  safeguard  the  rights  and  welfare  of  human  subjects. 

(6)  Minutes  will  be  kept  of  all  Committee  meetings  and  will  be  made  available  to 
the  Massachusetts  Developmental  Disabilities  Council  on  request. 

(7)  The  signatures,  names,  and  occupations  or  titles  of  the  members  of  the 
Committee  are  as  follows:   (INSTRUCTION:   The  Committee  must  be  composed  of 
sufficient  members  with  varying  backgrounds  to  assure  complete  and  adequate  review 
of  the  project.   The  Committee  may  be  an  existing  one,  or  one  especially  appointed 
for  the  purpose.   The  institution  may  utilize  staff,  consultants,  or  both  -  how- 
ever, Committee  structure  must  comply  with  PHEW  policy  prohibiting  any  person  with 
"professional  responsibility"  from  serving  on  that  project's  human  rights  committee 
and  must  comply  with  MDDC  policy  requiring  at  least  a  one-third  membership  on  all 
grantee  human  rights  committees  of  persons  who  are  totally  unaffiliated  with 
either  the  project  itself  or  any  sponsoring  agency  or  orgainzation. ) 
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